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a.  
b. 
c. 0 Amer?d,Aepliwtion.N.o.. - ~~~ ~. ~~. _ .~  -_Ch_eck_One;-O Chanq?; ~~fl.Supercede; U Void 
Dater of Sarier 

0 Estabiisn Retention Schedule; record will continue to accumulate. ' 

Dispose of present accumulation; no further accumulation anticipated. 

- _- . - ~ . I 5. Remrda Series Title (followed by tirle usmi in office; if diffcrenrl 
ar l ler t  Latest  

1960 ! Present I SCC A t  t ~ 7 c b e d  (1)l VI SION-W I DE CO1.1: YON SCHED! I LES) 
~.. ~ - - : ~ . I_ 1~ .~~ L~--- - . . 

Diviaion and Wia Function What i s  the function of the Division and the Office in which :his record series I S  created? 

I,? Djv5sion' of Mcrital Heal t h  and Mcntd Retardation a d r n i n i s t c r s  the p r o { / r a n s  for menta l  hecllt~~ 
,n t ; l l  rc tarda  t ion  and other d e v e l o p m e n t a l  d i s a b j . l i  ties; alcohol and d r u g  abuse; and conducts 
' a i n i n g  and ri.scarch. 
!n:n is t r ' i t ion  of the, state m e n t a l  b s p i t d l s ;  and r c h b i l i  tatiorl J I I ~  rctarddt ion centers' 
:a t P w i  dc . 

T h i s  Division i s  a l s o  corlccrrIr?d wit11 c c m n u n i t y  mcntall h c a l  th  and the 

, .  

.~~ ~ _ -  . ., ~~~ ~ . . - - ~ .  - ~ -~ - ___ ~~ -~ ~~ 

' .  Racprd Series Description 

DocumeF.ts rela:ing to: 

This f i le confains the following docurnrnts.linclude form numbers and tit les. if any): 
Attach samples of the file. 

See A t t a c h e d  
Included Jre. 

,; 



.- .. 1 o. Is the informatlon mntainnd in th is  wier owr ns lvnd  d / o r  ncordod in a ummarized nport? 
If m, ntach cew. 

If m, where? 
I. 11 thh rriee loram,4rporth of irl ngularly microfilmed? 

- ~ . -~ + h. Is mSn a duplication of this r r b s  in your offia. or in ~ o t h w  off ica or agen.77 , , :  
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__ i. Doer lha nmrd r r b s  nsult in a wmputer printout? .. ~ .~ ~ 

I .  Retention Requimmenu T~N followlng roquirer the rries to ba kept: 

a. State bw - - - y e w .  
b. Statum of limimtlwl -._wan. 
c ForJednnlh ~ -_ - years. 

d. -Auditperlod ~- -veafr. 
e. Administrative wed - - w r r .  
1. F.der.1 retention Instructions - - - vsers. 

A N &  Eow W rxC8rpt of &WI W npulstioM. Explsin drnininrstiw nmd. 

.- ~~ ~ ~ ~- ~ ~ ~ -~ 
2. Approved D i d t i o n  Instructions This .germ/ mmmmendr that the flle aries be cut off at the end of w h :  

DCalender Y?Y; 0 F i ~ l  Year: OOther -~ ~ then, .. . . .  

0 Hold in the cumnt filar y e a  I_ monthld - -~ 
0 Transfor to local holding ONa; hold - --_ vearld; then 
0 Tnnrfer to Sure Records Canter; hold I ~ ~ - .- vearlsl: then 

0 b n r o v  
0 Tnnsfer to Sute Archim& for permanent ntention. 
0 Other lspccitvl 

vnr(r1: then 

, 

T h m   stru ructions apply to all wlor and future accumulations of tho wries. 



Engineer ing  Opera t ion  Repor t ing  F i l e s  
Documents r e l a t i n g  t o  the p r o c e s s  o f  a s s e m b l i n g ,  
a n a l y z i n g ,  summarizing and d i s s e m i n a t i n g  d a t a  con- 
c e r n i n g  the operations and performance o f  eng ineer -  
i n g  a c t i v i t i e s  w i t h i n  a n  i n s t i t u t i o n .  

I n c l u d e d  b u t  not l i m i t e d  t o  a r e  summarizat ions of’  
f a c i l i t i e s  engineering programs, p r o j e c t  b a c k l o g s ,  
d e f e r r e d  p r o j e c t s ,  performance reports and s i m i l a r  
and r e l a t e d  i n f o r m a t i o n  concern ing  f a c i l i t y  eng ineer -  
i n g  a c t i v i t i e s .  

F i l e s  may be arranced c h r o n o l o g i c a l l y  b y  d a t e  or b y  
f a c i l i t y  or r e l a t e d  arrangement .  

78- 339 
Util i t ies  Maintenance F i l e s  
Documents r e l a t i n g  t o  the maintenance o f  u t i l i t i e s  
s y s t e m s  and e q u i p n e n t .  

Inc luded  a r e  reports on w a t e r ,  sewage, e l e c t r i c a l  re- 
f r i g e r a t i o n ,  a i r  c o n d i t i o n i n g  boilers, warm a i r  f u r -  
n a c e s ,  .steam d i s t r i b u t i o n ,  g a s  and o i l  s t o r a g e  and 
other u t i l i t y  s y s t e m s  or p l a n t s .  

F i l e s  a r e  u s u a l l y  arranged a l p h a b e t i c a l l y  b y  s y s t e m  
or p l a n t  t h e r e u n d e r  c h r o n o l o g i c a l l y  b y  da te .  

78- 3qo 
Uti l i t i es  Opera t ing  Log F i l e s  
Documents r e l a t i n g  t o  o p e r a t i o n  o f  u t i l i t i e s .  

I n c l u d e d  a r e  l o g  records i d e n t i f y i n g  equipment  u sage ,  
services and s imilar  or r e l a t e d  i n f o r m a t i o n .  

F i l e s  a r e  arranged c h r o n o l o g i c a l l y  b y  d a t e .  

78- 3q1 
Engineer ing  Projec t  E s t i m a t e  F i l e s  
Documents r e l a t i n g  t o  the p r e p a r a t i o n ,  review, and 
approval  o f  p r o j e c t s  f o r  the maintenance,  r e p a i r ,  
or m o d i f i c a t i o n  o f  b u i l d i n g s ,  grounds,  improved a r e a s ,  
or other i n s t i t u t i o n  e n g i n e e r i n g  p r o j e c t s .  

I n c l u d e d  a r e  i n d i v i d u a l  p r o j e c t  e s t i m a t e s  prepared b y  
i n s t i t u t ion  e n g i n e e r s ,  r e q u e s t s  f o r  approva l  or pro-  
j e c t s ,  p a p e r s  reflecting approva l  o f  p r o j e c t s  and re- 
l a t e d  documents.  

The f i l e  i s  arranged c h r o n o l o g i c a l l y  b y  d a t e .  

Cu t  o f f  f i l e  a t  the end o f  
each  c a l e n d a r  year ;  h o l d  i n  
c u r r e n t  f i l e s  a r e a  3 y e a r s ;  
transfer to local s t o r a g e  a r e a ,  
h o l d  2 y e a r s ;  then d e s t r o y .  

Cu t  o f f  f i l e  a t  the end o f  e a c h  
c a l e n d a r  year; hold i n  c u r r e n t  
f i l e s  area  for 2 y e a r s ;  then 
d e s t r o y  . 

Des t roy  upon f i n a l  d i s p o s i t i o n  
of r e l a t e d  equipment  and machi- 
nery. 

E a r l i e r  d e s t r u c t i o n  i s  a u t b r i z e d  
for  those l o g s  which have no 
endur ing  reference v a l u e .  

D e s t r o y  3 y e a r s  a f t e r  c o m p l e t i o n  
or d i sapprova l  o f  p r o j e c t  or on 
d i s c o n t i n u a n c e  a s  app l  i cab1 e. 


